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Open Continuous
Announcement System

As we continue to move toward a
more simplified approach to Federal
employment, the Bureau of Prisons
implemented a revised Open
Continuous Announcement System,
effective April 17, 2006.

We are confident that this new online
open continuous process will provide
employees with a faster and easier
way to apply for the following
vacancies:

Captain, GS-0007-13

Captain, GS-0007-12

Captain, GS-0007-11

Lieutenant, GS-0007-09/11 (USP only)
Lieutenant, GS-0007-11

Lieutenant, GS5-0007-09

Applicants who wish to apply for any
of these positions will complete an
online open continuous application for
each type of position and grade level
for which they wish to be considered.

How does the new open
continuous system work?

The new system will be an automated
BOP-Careers System application
process. Applicants will answer
vacancy specific questions necessary
to evaluate individual qualifications for
the specific job to which they are
applying. Applicants are given a set of
examples which closely describes
experience related to each job-specific

KSA. Applicants will be prompted to
select the example that best
resembles their level of experience
and/or expertise. If none of the
examples appear similar, the applicant
may provide a narrative response that
best describes their specialized
experience and/or education. When
completed, the information provided in
USAJOBS and the answers to the
questions will become their
application. At each cut-off date, the
Human Resource Specialist uses the
BOP-Careers System to identify well-
qualified candidates and refer them for
consideration for the vacancy.

Under the new open continuous BOP-
Careers System, applications are
submitted electronically, saving the
applicant duplicating and mailing
costs.

Must I apply online?

Yes. You must first register on
USAJOBS (www.usajobs.gov) and
complete your Federal résumé in order
to apply for an open continuous
announcement.

How often can I apply?

You can apply anytime during the
open period of the announcement.
Online applications must be submitted
by 11:59 p.m. (E.S.T.) on April 16" of
each year.

Can a displaced employee
apply under the open
continuous announcement?

Yes. Any employee may apply to an
open continuous announcement under
merit promotion. However, being
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displaced will not make you eligible
for any priority consideration under
the merit promotion procedures.

What are the eligibility
requirements for a position
announced under the open
continuous system?

Applicants will be considered eligible
for the position if they meet the
minimum qualification requirements
and the time-in-grade restrictions, at
the time of application. For time-in-
grade, you must complete a minimum
of 52 weeks at the next lower grade
level. Applicants who fail to meet the
minimum requirements and time-in-
grade restrictions will not be
considered eligible and will be notified
via email of their ineligibility.

Can I submit a paper
application?

No. BOP employees must complete an
online application.

How do I search for open
continuous
announcements?

Go to www.usajobs.gov.

1. Click | SEARCH JOBS |

2. You will be given the following
options:

- Basic Search
- Agency Search

- Series Search

- Advanced Search
- Senior Executive Search

NOTE: To view jobs announced
under Open Continuous, answer
yes to “"Applicant Eligibility”
question before you click “'search
for jobs.”

3. Select appropriate search and

click { SEARCH FOR 8BS )

4, Select a vacancy and click

of APPLY ONLINE )

What is the open period for
an open continuous
announcement?

Applicants may apply to an open
continuous announcement anytime
between April 17" of the current year
through April 16™ of the following
year.

What is a cut-off ?&“‘

date?

All applications submitted prior to the
cut-off date will receive consideration
for certification. Cut-off dates will be
listed in the vacancy announcement
and will be used to meet the
immediate needs of institutions
desiring to fill vacant positions. The
following are the cut-off dates:

May 16" November 16
June 16" December 15
July 17 January 16"

August 16" February 16™
September 15" March 16
October 16
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If I miss a cut-off date, how
long will I have to wait before I
can receive consideration?

Cut-off dates will be established every
30 days. If you miss a cut-off date,
you will not be considered for a vacant
position until the following cut-off date
(30 days later).

Can I update my institution
preferences after a cut-off
date?

Yes. You can update your institution
preferences at any time. However, if
the changes are made after the cut-off
date, the preference changes will
apply to the following consideration
period for certification. If you need to
withdraw an institution preference,
you must send an email to GRA-
HRM/ConsolidationStaffingUnit@bop.gov.
Your message must include the
vacancy announcement number,
position title, and statement indicating
your request to withdraw your
institution preference(s).

If I am presently a Senior
Officer Specialist, GS-8, and
am interested in applying for
a promotion to a GS-9
Lieutenant at any facility,
what vacancy
announcement(s) should I
apply to?

Current GS-8 employees interested in
a promotion to any facility (including
USP’s) should submit an online
application to the vacancy for GS-9/11
(USP only) and GS-9 Lieutenant.

Can I apply to multiple open
continuous vacancy
announcements?

Yes. You can apply to multiple open
continuous vacancy announcements for
which you are eligible.

When am I required

to complete the
KSA section in the vacancy
announcement?

You must select an answer to each KSA
question if you are applying for a
position that has higher promotion
potential than what you currently hold
or have previously held (i.e., if you are
a GS-8 Correctional Officer applying for
a GS-9 Lieutenant and you have never
held a GS-9 position, you will need to
complete KSAs).

How will I be able to update
my application?

You may access your completed
application/resume anytime by using
the USAJOBS Website. Once accessed,
you can update or make changes to
your application.

If I am not selected for a
position, will I have to re-
apply to receive further
consideration?

No. You will continue to receive

consideration for any position for which
you have applied until you are selected
or until you withdraw your application.
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Once I complete my online
application, should I retain a
copy?

Yes, you should retain all copies of the
application process for your records
including the vacancy announcement,
resume, and application confirmation
page. Prior to completing your
application, you will be given the
option to have a copy of your
application sent to you via email.

How will I know that my
application was received?

Once you have completed your
application, you will be returned to the
USAJOBS site and will receive
confirmation that your application has
been sent for consideration on the
vacancy announcement. You can
review your applications online when
you login to USAJOBS and select
“Track your online job applications.”
This will allow you to view your
USAJOBS online application history.
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How can I see which
positions I have applied for
or find out the status of a
vacancy?

There are two methods for tracking
your application. First, you can print
the application confirmation screen
from USAJOBS when you complete the
application process. Second, you can
request to receive a copy of your
responses to the application questions
and a copy of your resume through

BOP-Careers. When you finish applying
for jobs, select "I would like a copy of
my application emailed to me" and click
"Finished."

How do I remove my name
from consideration after I have
applied to an open continuous
announcement?

To remove your name from

consideration you must send an email to
GRA-HRM/ConsolidatedStaffingUnit@bop.gov.

Your message must include the vacancy
announcement number, position title,
and a statement indicating your request
to withdraw your application from
consideration.

Who do I contact if I have
questions about the
application process?

If you have any questions about the
application process, please contact the
Consolidated Staffing Unit by calling
(972) 352-4200 or via email at the
following address:
GRA-HRM/ConsolidatedStaffingUnit@bop.gov
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Resune

Day Phone:
Eveni ng Phone:
Fax:

Emai | :

Soci al Security Nunber:
Country of citizenship: United States of Anerica
Vet erans' Preference: 5-point preference based on active duty in the U S. Arned Forces
H ghest Grade:
Contact Current Enployer: Yes
AVAI LABI LI TY
Job Type
Per manent

Wor k Schedul e:
Full Tine

DESI RED LOCATI ONS

WORK EXPERI ENCE

Federal Correctional Institution

us

10/ 2001 - Present

G ade Level: GS-11

Sal ary: $64, 120 USD Per Year

Hours per week: 40

Li eut enant, 0007
—From Decenber 2004 to the present, | have been the Acting Special Investigative Agent.
My acconplishnents and skills during this tine period include the follow ng.
coordinate with the Ofice of Internal Affairs to conduct and nmanage
conpl ex staff m sconduct investigations. | conduct and supervise investigations
regardi ng conplex crimnal matters including hom cide, serious assaults and narcotics
introduction. | supervise referral of investigations for prosecution of crines
i ncluding serious assaults and threats to governnment officials leading to i nmates
recei ving additional sentences. | assisted in preparation of a homi cide case currently
pendi ng prosecution and in an after action review of the incident. | participated in an
after action review of an attenpted escape by an inmate. | collect, analyze and
di ssemnate intelligence regarding individual inmte activities and trends
and intelligence regarding the activities of security threat groups including
international terrorists and dangerous disruptive groups. | supervise the preparation
and presentation of training material for Annual Refresher Training, Institution
Fam liarization, and specialized training on drug interdiction, phone nonitoring, crine

scene nanagenent and evi dence handling. | insure staff receive regular training
regardi ng security threat groups and proactive measures to prevent inmate illicit
activities. | devel oped an evidence handling cadre and insured they received training

to process evidence in the absence of investigative staff. | supervise and guide staff



regardi ng problenms of custody and enforcenent of regulations and policy. | encourage
security awareness and know edge of policy, regul ations and procedure. | provide
intelligence analysis for the Captain and Executive Staff that assists in enhancing
institution security. | conduct weekly formal intelligence briefings for executive
staff. | supervise and conduct regular liaison with other |aw enforcenent agencies for
intelligence sharing and criminal investigations and prosecutions. | insure the
appropriate dissenination of locally devel oped intelligence to national |eadership and
ot her agencies. | supervise daily operations such as managenent of the urine

surveill ance program al cohol testing, ion-spectroneter testing, visiting roomvideo
surveillance to prevent drug introduction, nmail nonitoring, phone nonitoring and inmate
financial nmonitoring. | evaluate the performance of operations and progranms to naintain
hi gh standards of effectiveness.

Cont act Supervisor: Yes
Supervi sor's Nane: Gary Supervisor
Supervi sor's Phone: 444-565-9898

Federal Correctional Institution

us

2/ 2005 - 5/2005

G ade Level :

Sal ary: USD Per Year

Hours per week: 40

Speci al Investigative Agent, 0006

I received a tenporary pronotion to GS-12 Special Investigative Agent from February 2005
t hrough May 2005. M acconplishnments and skills during this tine period include the

following. | coordinated with the Ofice of Internal Affairs to conduct and nanage
compl ex staff m sconduct investigations. | supervised and conducted conpl ex
investigations into crimnal activities. | supervised referral of crimnal cases for

prosecution for crimes including serious assault and threats to governnment officials. |
coll ected, analyzed and dissem nated intelligence regarding individual inmate
activities and trends and intelligence regarding the activities of security threat
groups including international terrorists and dangerous disruptive groups. | supervised
the preparation and presentation of training material for specialized training on drug
interdiction, phone nonitoring, crine scene managenent and evi dence handling. | insured
staff received training regarding security threat groups and proactive neasures to
prevent inmate illicit activities. | provided intelligence analysis for the Captain and
Executive Staff that assisted in enhancing institution security. | supervised and
conducted regular liaison with other |aw enforcenent agencies and | insured the
appropriate dissenmination of locally devel oped intelligence to national |eadership and
ot her agencies. | supervised daily operations such as managenent of the urine
surveill ance program al cohol testing, ion-spectroneter testing, visiting roomvideo
surveillance to prevent drug introduction, mail nonitoring, phone nonitoring and inmate
financial nmonitoring. | evaluated the performance of SIS Operations to insure high
standards of effectiveness.

Cont act Supervisor: Yes

Supervi sor's Nane: Gary Supervisor

Supervi sor's Phone: 444-565-9898



Federal Correctional Institution

us

5/ 1999 - 10/2001

Grade Level:

Sal ary: USD Per Year

Hours per week: 40

Li eut enant, 0007

| was the SIS Lieutenant from Decenber 1999 through Septenber 2001. My
acconpl i shments and skills during this tinme period include the follow ng. In 2000
assisted in preparation for trial and provided expert testinony in court
regardi ng an escape case that resulted in innmates receiving additional sentences.
coordinated with the Ofice of Internal Affairs to conduct and rmanage conpl ex staff
m sconduct investigations. | conducted conplex investigations which resulted in
crimnal cases against inmates. | referred criminal cases for prosecution for crinmes
i ncludi ng serious assaults which resulted in i nmates receiving additional sentences.
col l ected, analyzed and dissemnated intelligence regarding individual innmate
activities and trends and intelligence regarding the activities of security threat
groups. | prepared and presented training material for Annual Refresher Training,
Institution Familiarization, and specialized training on drug interdiction, phone
nonitoring, crine scene nanagenent and evi dence handling. | insured staff received
training regarding security threat groups and proactive neasures to prevent inmate
illicit activities. | provided intelligence analysis for the Captain and Executive
Staff that assisted in enhancing institution security. | conducted weekly fornma
intelligence briefings for executive staff. | conducted liaison with other |aw
enf orcenent agencies and insured the appropriate dissenination of |ocally devel oped
intelligence to national |eadership and other agencies. | supervised staff in daily
operations such as managenent of the urine surveillance program alcohol testing,
visiting roomvideo surveillance to prevent drug introduction, nmail nonitoring, phone
nonitoring and inmate financial nonitoring. | evaluated the performance of all |oca
SIS programs for high standards of effectiveness.

Cont act Supervisor: Yes
Supervi sor's Nane: Sally Doe
Supervi sor's Phone: 333-555-6899

Federal Correctional Institution

us

1/ 2001 - 2/2001

Grade Level:

Sal ary: USD Per Year

Hours per week: 40

Interim Captain, 0007

| received a tenporary pronotion to Interim Captain. | supervised the Correctiona
Services Department including SIS Cperations just prior to programreview to insure
conpliance with policy resulting in a programreview rating of good.

Cont act Supervisor: Yes
Supervi sor's Name: Tom Supervisor
Supervi sor's Phone: 577-777-7888



Federal Correctional Institution

us

8/ 1987 - 5/1999

Grade Level:

Sal ary: USD Per Year

Hours per week: 40

Correctional Oficer, 0007

| perforned the duties of correctional posts with responsibility for handling
probl ems of security and discipline. | counseled inmates and advi sed them regardi ng
regul ations. | provided training and guidance to other staff to acconplish correctiona
tasks such as inmate accountability, searches, security inspections, tool and key
control as well as other duties as required. | conmunicated verbally and in witing. |
rel ayed pertinent information to other staff when appropriate. | kept ny supervisors
i nforned and docunent ed suspicious inmate behavior. | recorded for future reference the
conpl etion of correctional activities and prograns. | conpleted witten reports
suitable for use in court. | nade sound deci sions during energencies while adhering to
policy. | dealt effectively with enpl oyees, nanagers, the public, officials from other
agenci es and i nmat es.

Cont act Supervisor: Yes
Supervi sor's Nane: Dave Boss
Supervi sor's Phone: 655-558-4477

EDUCATI ON
Car Ison Col | ege
Il1inois
us
Associ ate Degree, 5/1987
43 Senester Hours

West Col | ege

M ssouri

us

Sonme Col | ege Coursework Conpl eted, 5/1975
36 Senester Hours

Maj or: Physi cs/ Chenistry

Fai r banks Hi gh Schoo

Tennessee

us

H gh School or equival ent, 5/1974

JOB RELATED TRAI NI NG

International Terrorist Training (MS.T.C. Aurora, CO
Sept enber 2005.

Captains/S.1.S. Conference/ Training (St. Louis, MO July 2001.



Sout h Dakota Law Enforcenment Coordinating Committee Conference (Sioux Falls
Novemnber 2000.

S.1.S. Training (MS.T.C. Aurora, CO Decenber 1999.

REFERENCES
Reference # 1
County Jail
County Jail Adm nistrator
Phone Nunber: 455-559-9988
Ref erence Type: Professiona

Reference # 2

County Jail

Jail Oficer

Phone Nunber: 455-559-9987
Ref erence Type: Professiona

Reference # 3
Phone Nunber: 617-655-5542
Ref erence Type: Persona

SD)



Resune

Day Phone:
Eveni ng Phone:
Emai | :
Soci al Security Number:
Country of citizenship: United States of Anerica
Vet erans' Preference: 5-point preference based on active duty in the U S. Arned Forces
Regi stered for Sel ective Service
H ghest Grade:
Cont act Current Enployer: Yes
AVAI LABI LI TY
Job Type
Per manent

Wor k Schedul e:
Full Tine

Shift Work

DESI RED LOCATI ONS

WORK EXPERI ENCE
Federal Correctional Institution
us
4/ 2006 - Present
Grade Level:
Hours per week: 40
—Caorrectional Oficer, 0007
Supervise inmates in their living areas, recreation activities, and visiting.
Conduct searches of inmates, their property, their living areas, and commpn use areas,
for contraband and safety viol ations.
Enforce institutional rules and Bureau of Prisons policies and procedures.
Interact with innmates on a day to day basis and establish a working rapport with
of fenders, allowing ne to recognize and report signs of discord anmong i nnates and
potential security problens.
I nspect keys, |ocks, and security devices, for signs of wear, tanpering, or other
conpromi se, and report results to the proper authority to quickly correct any
defi ci enci es.
Mai ntai n accountability of inmates by conducting official counts, random census counts,
by issuing and naintaining a linited pass system and by supervising periods of open
i nmat e novenent.
Mai ntain |l ogs, incident reports, daily inspection reports, and other witten
document ation of daily activities, for legal and historical records.
Assisted in preventing an inmate from escaping fromthe visiting room despite his well
pl anned and executed attenpt.



Cont act Supervisor: Yes
Supervi sor's Nane: Lieutenant
Supervi sor's Phone: 555-662-3366

Department of Corrections

City, State

us

4/ 1999 - 4/2000

Hours per week: 40

Correctional Oficer

Supervise inmates in their living areas, work details, conmon use areas, and
recreation areas.
Conduct searches of inmates, their property, and their living areas for drugs, weapons,
and ot her contraband.
Mai ntai n accountability of inmates by conducting formal and informal counts and
supervi sing periods of open innate novenent.
Conduct inspections of keys, |ocks and other safety and security devices for signs of
wear, breakage or tanpering and nmaki ng proper notifications to effect timely repairs
and prevent injury or escape.

Department of Corrections

City, State

us

11/ 1995 - 8/1998

Hours per week: 42

Correctional Oficer

Supervi se prisoners in maximum security corrections center.
Enforce rul es, regul ati ons, and procedures.
Qperate Control roomns.
Mai ntain security of the facility by patrolling the perinmeter or observing prisoner
movenent from an armed tower.
Supervi se prisoners in their assigned housing unit, including ; conducting searches of
cells, supervising mass novenents, supervising nmeal service, resolving problens rel ated
to living in confinenent.
Supervi se prisoners in the gymasiumor recreation yard.

Last assigned to the segregation unit, a | ocked down unit housing
adm ni strative/punitive segregation i nnates and Maxi num security/ maxi mum cust ody
prisoners.

Uus. Arny

Ft. Base, State

us

2/1992 - 7/1995

Hours per week: 40

Pri soner Enpl oynent Supervisor

Coordi nate, assign, and supervise prisoner work activities outside the institution.



Enforce rules, regulations and procedures.

Mai ntain records of work perforned and provide statistical data to superiors.

Mai ntain security of prisoners in diverse working environnents.

Supervi se prisoner's use of tools and equi pnent, ensuring safety and security of the
prisoners and the general public.

Assigned to devel op and i npl enent Hazardous Material s/Waste policy for the facility.
Later adapted for use by the entire | aw enforcenent conmand.

UsS. Arny
Ft. Base, State
us

2/1992 - 4/1993

Hours per week: 48+

Shi ft Supervi sor

Supervi se Correctional Oficers in the daily operation of military short term
confinenent facility/intake facility.
Prepare work schedul es and eval uate perfornmance of subordinates.
Conduct training for newy assigned personnel
Prepare and review facility records and reports, review intake forns and provide
initial classification for new prisoners. Arrange for transportation to court, nedica
appoi ntnents, and ot her outside requirenments including briefing escort guards in the
requi renents of their duties.
supervi se neal s, counts, recreation, and visiting.
enforce rules, regul ations, and procedures.

Chosen to | ead four man team when a dangerous and unstabl e prisoner required extended
hospitalization outside the state for mental health eval uation

UsS. Arny

Correctional Center,

City, State

us

7/1988 - 2/1992

Hours per week: 45+

Correctional NCO

Mai ntai n custody and control of prisoners in a mlitary short/ mediumterm
confinenent/intake facility.
Supervi se prisoners daily activities including, neals, recreation, visiting, work

activities, and housing areas.
Enforce rul es and regul ati ons.

Supervi se prisoners in segregation
Prepare facility records and reports.
I n- process new confi nees.



12/ 1987 - 6/1988

Hours per week: 48

Mlitary Police Desk Seargent

Supervi se police activities for a mlitary community of 40,000 in an overseas area,
on five separate installations.
Responsi bl e for the conduct of 20 police patrol nen.
Operate the police desk, including;receiving, recording, processing, and reporting
complaints. referring themto appropriate agency for investigation
Di spatch patrols, and oversee disposition of offenders.
Supervi se, train, and evaluate the perfornmance of desk crew including a clerk and
di spat cher.

US. Arny, Law enforcement activity.

City, State

us

10/ 1984 - 12/1987

Hours per week: 48

Mlitary Police Patrol man/|nvesti gator

Enforce traffic regulations and criminal |aws.
I nvestigate traffic accidents.
Provi de physical security for designated individuals, facilities, and equi prent.
Participated in riot/crowd control operations.
Appr ehended of fenders and conducted initial investigations.
Prepared written reports.
Testified in court proceedi ngs.

Attended MIlitary Police Investigators course where | |earned advanced investigation
techni ques; Crinme scene investigation, photography, fingerprint and evidence
collection, legal requirenents, and interview and interrogation techniques.

EDUCATI ON

Eastern State University
Utah
us
Sone Col | ege Coursework Conpl et ed
29 Senester Hours
Rel evant Coursework, Licensures and Certifications:
Crimnal Investigative Techni ques
Correctional Adm nistration
Correctional Operations
Per sonnel Managenent

JOB RELATED TRAI NI NG
I ntroduction to Correctional Techni ques, Federal Law Enforcenent Training Center
A ynco GA., 5/2000, (Honor G aduate)



Fl ori da Department of Law Enforcenent Basic Correctional O ficer Certification course
Lake Techni cal Center-Kenneth Bragg Canpus., 11/1999

First/Second |line Jail Supervisor's Training Program (Correspondence), Nationa
Sheriff"s Association, Al exandria VA, 10/1996

Basic Correctional Oficer Acadeny, State Departnment of Corrections Training
Center, 11/1995

Mlitary Police Investigator Course, 12/1985
Basic Mlitary Police Course, 10/1984
US. Arny Mlitary Police Schoo

REFERENCES
Reference #1
State, DOC
Deputy Warden
Phone Nunber: 555-666-8888
Ref erence Type: Professiona

Reference #2
Phone Nunber: 232-565-8987
Ref erence Type: Persona

Reference #3

Federal Correctional Institution
Correctional Oficer

Phone Nunber: 232-668-7895

Ref erence Type: Professiona

ADDI TI ONAL | NFORMATI ON
Fam liar with current computerized visiting program video nonitoring program
I ntruder tel ephone nonitoring program SENTRY program and NCI C

School trained in investigative techniques, Evidence recognition, collection
preservation, and chain of custody. Crine scene processing, sketches, photography,
photo | ogs and docunentation. Trained to conduct interviews and interrogations,
mai ntain investigative notes, and present information at trial



Resune

Day Phone:

Eveni ng Phone:

Emai | :

Soci al Security Nunber:
Country of citizenship: United States of Anerica
Vet erans' Preference: No

H ghest Grade:

Cont act Current Enployer: Yes
AVAI LABI LI TY

Job Type

Per manent

Wor k Schedul e:
Full Tine

WORK EXPERI ENCE

FEDERAL CORRECTI ONAL COWPLEX

us

12/ 2004 - Present

Grade Level:

Sal ary: USD Per Year

Hours per week: 40

Di scipline Hearing O ficer, 0006

| conduct administrative, fact finding hearings concerning alleged acts of m sconduct
at a Federal Correctional Complex consisting of a Medium security level facility, a Low
security level facility, and a Mninumsecurity Satellite Canp. | review incident
reports, decide which witnesses need to be called, take and record testinony rel evant
to the charges, obtain, review, and weigh evidence, and determn ne whether or not the
al  egations of m sconduct are supported by the evidence presented. | inpose
di sciplinary sanctions based upon, but not limted to the nature of offense, and inpose
sanctions in accordance with the Code of Federal Regulations. | aminvolved in the
training of two alternate DHOs and | indirectly supervise the DHO secretary. | prepare
dockets to schedule 20 to 35 inmate hearings weekly, and | ensure the requested Staff
Representatives and witnesses are present for the hearings. | prepare DHO reports upon
conpl etion of the hearings and | ensure the associate wardens and Warden revi ew ny
findi ngs and sanctions when inposed. | load required information into the Sentry
dat abase upon conpl etion of the hearing process. | serve as a presence on the Conpl ex
conpounds by standi ng mai nline and maki ng rounds of the general and special housing
units. | attend weekly SHU review neetings to ensure an innate's disciplinary status
is accurately reflected. | provide training to Correctional Progranms and Correctiona
Services staff preparing for UDC and IDC certifications. | interact with the Captain
and the lieutenants to ensure consistency of discipline standards and | provide
gui dance on nanaging i nmates to staff throughout the institution. | interact regularly
with the SIA and investigative staff to ensure intelligence information, such as gang
affiliations or tension, gathered during the hearings can be assessed and nonitored if
appropriate. | teach the Incident Report, Logs, and Menoranda curricul um and Managi ng



Sexual Predators course during Annual Refresher Training and Institution

Fam liarization, as well as portions of the Introduction to Supervision course.
Acconpl i shnments: As the Conplex's first full-time DHO, | established | ocal procedures
for preparing and processing incident reports for hearings. | instituted a checkli st
to assist investigating |ieutenants and another to hel p UDC nenbers in preparing
packets for cases referred to the DHO | process 20 to 35 cases weekly and conpl ete ny
DHO Hearing Reports within 2 days of the hearing, ensuring | amin conpliance with the
10 day standard required by policy. | assisted in the identification and acquisition
of state-of-the-art equi pnent for the Conplex's two Conmand Centers, Tactica

Operations Centers and Hostage Negotiation Centers. | served as a reviewer for the

Correctional Services and Psychol ogy Services 2005 Operational Reviews. Collaterally,
| serve as the Staff Mentoring Program Coordinator for a programw th 26 Mentors and 40
Pr ot eges.

Cont act Supervisor: Yes

Supervi sor's Nane: Mr. Supervisor

Supervi sor's Phone: (123) 456-7890

FEDERAL PRI SON CAMP

us

2/ 2002 - 12/2004

Sal ary: USD Per Year

Hours per week: 40

I nt ensi ve Confinenment Center Admi nistrator

I was responsible for oversight, managenent, and direction of a six-nonth specialized
"boot canp” program for mninmumsecurity, fermale offenders. | directly supervised 5
supervi sory correctional officers, four unit managenent staff, two recreation
specialists, and indirectly supervised two teachers and a host of volunteer staff

supporting this 24 hour operation. | prepared quarterly staff schedules and the annua
| eave schedule. | conpleted departnental training needs assessnents and assisted staff
in preparing their individual assessnents. | nonitored the program pipeline for new

commitnments and innmates transferring fromother institutions for program participation
| conducted regular staff neetings and individual feedback sessions with ny staff. |
directed progranming to ensure quality courses and activities were offered 6 days a

week, 17 hours a day. | counseled inmate partici pants when behavioral or enotiona
probl ens adversely inpacted their programm ng, and | chaired Unit Discipline Conmittee
proceedings. | participated in initial classification and 3 nonth programreviews wth
the inmates. | maintained responsibility for inmate comunity work details and

conducted site visits to ensure inmate behavior while in the comunity was appropri ate.
I was responsible for coordinating the cost-effective nmovenent of inmates fromthe
programto hal fway houses throughout the nation. As program adninistrators, | managed
three cost centers. | prepared correspondence to judicial officials, attorneys, and
prospective program participants. As a nmenber of the Executive Staff, | assisted in
devel oping institutional goals, policy, and procedure. | observed operations
t hroughout the institution and provided feedback/reconmendati ons when probl ens were
noted. | interacted with inmates by making rounds throughout the institution and by
standing mainline. | was the institution's Affirmative Action Comittee Chairperson
and alternate Public Information Officer. | prepared the quarterly Institution



Overview report to the South Central Regional Ofice. | sat on panel interviews and
was a nenber of the institution's Training Conmittee. | served on the Comunity
Rel ati ons Board. Acconplishnents: Wth limted funds and resources, | identified and
devel oped quality programr ng for the program participants. | developed a "w n-w n"
partnership with Habitat for Humanity which resulted in inmates helping to build nore
than 30 honmes in the local community. Simlar "no cost” opportunities were established
and naintained with the local food bank, hospice, and Mental Health/Mental Retardation
I inplemented programmi ng that enpowered the fenale inmates, increasing their self-
esteem | coordinated Mock Job interviews with nenbers of the |ocal business
community. | conducted graduati on cerenonies for 13 classes and hosted the programs
10t h anni versary festivities.

FEDERAL CORRECTI ONAL | NSTI TUTI ON

us

9/1999 - 2/2002

Sal ary: USD Per Year

Hours per week: 40

Unit Manager

| was responsible for the operations and managenent of a nedium security |evel unit
designed to house approxi mately 600 mal e of fenders assigned to four living areas. |
oversaw the performance of 4 case managers, 3 correctional counselors, and 2 unit
secretaries, and | provided guidance and input to the officers on post in the unit's 4

housi ng pods. | nonitored the status of work requests to ensure tinely conpletion of
repairs. | obtained and nonitored the distribution of unit sanitation supplies, and
conducted regul ar sanitation inspections to ensure a healthy and safe living
environnent. | oversaw a $4. 0K budget used primarily for office supplies and copier
contracts. | reviewed the status of inmate cases and chaired i nmate
classification/programreview neetings. | ensured inmate reviews were tinely, and that

realistic and measurabl e goals were established for each inmate assigned to ny unit. |
ensured these goals were appropriately articulated to the inmates and that an inmate's
progress towards neeting these goals was tracked. | chaired inmate discipline
committee hearings , counseled i nmates on appropriate institutional adjustnent and
conduct, and assisted inmates in resolving issues that are unique to a correctiona
environnent. | conducted social screenings upon an innate's arrival to the institution
and | reviewed protective custody requests to identify potential security threats.
served as an institution duty officer and, in this capacity, directed staff activities
after hours and during energent situations. | nmde notification to the adm nistrative
duty officer and the Regional O fice when appropriate. Acconplishnents: In addition
to ny duties as a unit manager, | acted for nore than 5 nonths as Canp Admi ni strator
for a mninmumsecurity, 200+ fermale facility. During the FCl's activation,

devel oped/ over saw t he Popul ati on Managenent Pl an which all owed for equal distribution
of inmates by race, ethnicity, age, and special program needs throughout the
institution's 12 housing pods. The plan was credited with mninizing i nnate group
conflicts during the critical activation phase. | chaired a special comittee to
address the serious issue of inmate idleness and the accountability problens that
resulted. The efforts of this conmittee aided in identifying additional work/program



opportunities that mnimzed idleness in a cost-effective manner. | devel oped a 3-day
retreat for unit managenent staff prior to the activation to train new staff and
standardi ze correctional progranms and procedures throughout the discipline. | authored
and/ or edited every institution supplenent relating to unit managenent and the CMC, as
wel | as supplenments for other disciplines.

UNI TED STATES PENI TENTI ARY

us

11/1997 - 9/1999

Sal ary: USD Per Year

Hours per week: 40

Assi stant Case Managenent Coordi nat or

Under the supervision of the Associate Warden, Programs, and the Case Managenent
Coordinator, | assisted the institution admnistration by maintaining a current
know edge of case nanagenent techni ques and resources available in order to provide
accurate assistance and information to staff in the direction of correctiona

programm ng policy. | assisted in the formulation of institutional supplenents to
ensure policy was properly inplemented at the institution level in case nanagenent. |
si gned procedural nmenmps and conducted training for affected staff. | provided
techni cal assistance and served as a resource for institution staff in case managenent
and related areas. | conducted regular nmeetings with case nanagers and unit staff in
order to present the admnistration's position on policy and procedures. | supervised

case nmmnager training during the on-the-job training period and supervised their case
management devel opnent plan, a requirenment before a case nanager can be pronoted to the
GS-9 or GS-11 level. In the absence of the Case Managenment Coordinator, | attended the
Warden's departnment head neetings and vouchered institution case managers. | served as
the primary administrator of the Central Inmate Monitoring Program providing
direction, technical expertise, and review to ensure policy conpliance.

COMMUNI TY CORRECTI ONS OFFI CE

us

9/1996 - 11/1997

Sal ary: USD Per Year

Hours per week: 40

Conmunity Corrections Correctional Treatnment Spec

I was responsible for processing designations and community corrections center (CCC
referrals for the nation's largest sentencing district. I conmunicated directly with staff

t hr oughout the agency, including staff
in the Regional Ofice, Community Corrections offices, and institution staff,

as well as personnel fromthe U S. Parole Conmmi ssion, U S. Marshal's offices; US.
Probation offices, U S. Attorney offices, and Federal Public Defenders throughout the

country. | additionally provided assistance to and oversight of staff at the 6
contract facilities in the Central District of California. |In processing innmate
initial designations, | was responsible for obtaining designation materials, review ng

case information, and gathering additional information that were related to safety and



security of the inmate and designated facility. |In processing CCC referrals and naking
pl acenents for inmates housed in federal institutions, those public | aw of fenders
referred by the Probation Ofice, and offenders who were directly commtted by the
courts, | closely evaluated the availability of bedspace to ensure offenders were given
the maximumtine in the CCC that was possible. | worked closely with institution staff
when changes to pl acenent dates were needed or an inmates suitability for a CCC
changed. | served as a resource for the Community Corrections Manager and contract
staff in the areas of Central Inmate Mnitoring and Wtness Security cases. | assisted
contract staff in the devel opnent of individual prograns for inmates and | generally
oversaw the performance of the contractors as they related to case nanagenent duti es.
VWhen probl ens were noted, | notified the CCM and the Oversight Specialist so that
corrective measures could be initiated, and | frequently provided input on the nature
of the corrective nmeasure to ensure policy conpliance. | processed i nnate requests for
driving privileges, marriages, furloughs, home confinenent, and other activities. |
updated classification status on CCC failures and coordi nated wi th hal fway house staff
and the U S. Marshals when a return to custody was necessary. | performed all case
management activities for inmtes who were directly conmtted to the CCC by the court,
including initial classification, entering Sentry data, making Victin Wtness
Notifications and Notifications of Prisoner Release. Acconplishnents: A June 1997
Techni cal Assistance visit noted that all designations were conpleted in a manner that
wel | - exceeded policy standards and tine franmes. That sanme review noted the exceptional
timeliness of ny processing of CCC referrals, an especially significant acconplishnent
as the Long Beach office processed 10% of all Bureau of Prisons CCC pl acenents that
year. | prepared and presented Annual Refresher Training and Community Corrections
Training to staff at several institutions in Southern and Central California.

FEDERAL CORRECTI ONAL | NSTI TUTI ON

us

5/ 1994 - 9/1996

Sal ary: USD Per Year

Hours per week: 40

Correctional Treatment Speciali st

I was responsi ble for devel opi ng program plans and establishing goals for 140 - 150
medi um security level prison inmates of various racial, ethnic, and cultura
backgrounds. | conducted initial classifications and regular programreviews that were
ef fective and covered the period of incarceration in order to assess and address each
inmate's individual security, custody, and program needs. | applied various Bureau of
Prisons' policies and programs, to include Victim Wtness Notification, Central |Inmate
Monitoring, Security Designation and Custody Classification, Innmate Discipline, Inmate
Fi nanci al Responsibility, and Rel ease Preparation, in order to ensure inmates properly
transition frominitial comitnment to release. | regularly nonitored inmate cases to
ensure inmates were referred for transfer, progranm ng, or treatnent when appropriate.
| directly supervised and maintained accountability for inmates. | Enforced rules and
regul ations that relate to i nmate conduct, housing unit managenent, and the orderly
running of the institution. | inposed disciplinary action or made referrals to higher
disciplinary authorities as appropriate. | conducted inmate interviews and conpil ed
information in relation to institutional security, to include protective custody status
requests and nass interviews with inmates following institutional incidents or
di sturbances. | collected and interpreted data and i nformati on from various sources,



such as judicial and | aw enforcenent agencies, to ensure sound correctional managenent
of inmates. | prepared formal witten responses to judges, other crimnal justice
agenci es, and the general public on behalf of the Warden and Executive Staff. |
conduct ed audits and program eval uations relating to case and unit nanagenent
activities. | responded to energency and di sturbance situati ons when necessary to
ensure the security/safety of the institution is maintained. | acted as the unit
manager in his absence, overseeing the orderly running of the unit and the 280 - 300

i nmates assigned. As a collateral duty, | was responsible for pre-arrival screening of
i nmates who are designated to FCl Pekin to ensure the placenent is appropriate. | was
al so collaterally responsible for maintaining racial and ethnic bal ance throughout the
facility's four housing units by tracking popul ati on and nmaki ng unit assignnents when
inmates arrive at the institution. | assisted in the preparation for and presentation
of pre-rel ease sem nars that incorporated community agencies such as the U S.
Probation O fice, Social Security Adm nistration, Conmunity Corrections agencies, and
Public Aid Department, to transition inmates back into the community.

EDUCATI ON
U.S. Air Force Squadron Oficers Schoo
us

Pr of essi onal , 6/1990
Rel evant Coursework, Licensures and Certifications:
Leader shi p and Managenent

Prof essional Skills and Devel opnent

Tacti cal Devel opnment Communication

US. Air Force Oficer Training Schoo

us

Pr of essi onal , 12/1985

Rel evant Coursework, Licensures and Certifications:

Conmmi ssioned as an officer in the United States Air Force

Illinois State University
Nornmal, Illinois

us

Master's Degree, 5/1994

120 Senester Hours

Maj or: Crimnal Justice Science

I1linois State University
Normal , Illinois

us

Bachel or's Degree, 5/1985

Maj or: Crimnal Justice Science
M nor: Soci ol ogy



JOB RELATED TRAI NI NG

Di scipline Hearing Officer Certification 2/05
EEO Trai ning for Supervisors 5/03

Public Information O ficer Certification 6/2002
I ntroduction to Supervision 4/2000

Core Skills 12/99

Since beginning with the Bureau in May 1994, | conpleted the Cross Devel opnent Courses
in the followi ng areas: Case Managenent, Comunity Corrections, |nmate Systens
Managenent, Correctional Services, Female O fenders, Enployee Devel opnent, Education,
Program Revi ew, Conputer Services, Human Resource Managenent, Psychol ogy Services,
Heal th Services, Food Services, and Religious Services.

ADDI TI ONAL | NFORMATI ON

Time OFf Award, COctober 2005, FCC Forrest City
Time OFf Award, April 2005, FCC Forrest City
Time Of Award, July 2002, FPC Bryan

Quality Step Increase, May 2001, FCC Victorville
Supervi sor of the Quarter, March 2001,

Time OFf Award, June 2000 (Activation),
Time OFf Award, June 2000 (CM),

Letter of Commendation, March 2000,
Speci al Act Award, August 1999,
Quality Step Increase, My 1999,

Time Of Award, May 1999,

Speci al Act Award, February 1999,
Speci al Act Award, July 1998,

Quality Step Increase, My 1998,
Speci al Act Award, April 1998,

Sust ai ned Superior Perfornmance Award, My 1996,

Speci al Act Award, June 1995,
Speci al Act Award, August 1994,



Resune

Day Phone:

Eveni ng Phone:

Emai | :

Soci al Security Number:

Country of citizenship: United States of America
Vet erans' Preference: No

Regi stered for Sel ective Service
Contact Current Enployer: Yes
AVAI LABI LI TY

Job Type:

Per manent

Wor k Schedul e:
Full Tinme

DESI RED LOCATI ONS

WORK EXPERI ENCE

Federal Correctional Institution

us

7/ 2004 - Present

G ade Level :

Sal ary: USD Per Year

Hours per week: 40

Correctional Oficer, GS

My responsibilities include: supervise and police inmates, provide guidance and
direction of orderlies and other innate job details, provide witten and ora
conmuni cation to both staff and i nmates, conduct routine pat searches and vi sua
searches and control contraband

Cont act Supervisor: Yes

Supervi sor's Nane: Lieutenant

Supervi sor's Phone: 459-987-3322

Sheriff's Ofice

City, State

us

8/ 2000 - 7/2004

Sal ary: USD Per Year

Hours per week: 40

Det ecti ve

My responsibilities included: respond to energenci es, apprehend suspects, investigate
alleged crimnal activity, generate reports and additional paperwork, provide court
testinony and depositions, interview nultiple persons and interrogate suspects. | was
pronoted to detective after 11 nonths of working in Patrol. | was not required to
start initially in the Property Crines Division |like nost other detectives and was



assigned directly in the Sex Crinmes and Child Abuse Division of the Major Crines Unit.
My major duties included interview ng victins, wtnesses and suspects of alleged sex
crimes and/or child abuse cases. | would generate detailed investigative reports with
my findings and woul d make a physical arrest, generate an arrest warrant, file the
packet with the State Attorney's Ofice for prosecution consideration or unfound the
case. | would routinely respond to incident |ocations where both crine scenes were
est abl i shed and/or needed to be established. | was responsible for evidence collection
and preservation in preparation for possible prosecution. Due to the fact | was
assigned to the Major Crines Unit, | would frequently assist our sister detectives in
t he Robbery and Homicide Division of the Magjor Crines Unit. | have assisted on

mul tiple occasions in locating and interview ng witnesses, collecting evidence, taking
initial photographs of crime scenes and naintain the crine scene until the |ead

detective arrived. Incidents in this capacity | have assisted in investigating

i nclude: honicide, aggravated batteries, aggravated assaults, suicide, bank robberies
and nmanslaughter. |In addition to being a detective in the Major Crines Unit, | was
gi ven advanced training in the field of Conputer Crimes. | was given cases where

woul d have to | ocate evidence on the conputer's hard drive, isolate that evidence,
duplicate it to a hard drive to be used as evidence and delete the evidence | ocated on
the original hard drive prior to its return to the owner or forfeit to the state.

Cont act Supervisor: Yes

Supervi sor's Nane: Sgt. Detective

Supervi sor's Phone: 354-895-6253

Sheriff's Ofice

City, State

us

1/1998 - 7/2000

Sal ary: USD Per Year

Hours per week: 43

Deputy Sheriff

My responsibilities included: direct supervision of inmate trustees, respond to
energenci es, apprehend suspects, generate reports and additional paperwork, provide
court testinmony and depositions, interview nultiple persons and interrogate suspects

Cont act Supervisor: Yes

Supervi sor's Nane: Sgt. Officer

Supervi sor's Phone: 687-9585

EDUCATI ON
Conmuni ty Col | ege
City, State
us
Sone Col | ege Coursewor k Conpl et ed
44 Semester Hours
Major: Crimnal Justice
Rel evant Coursework, Licensures and Certifications:
State Law Enforcenent Certification



JOB RELATED TRAI NI NG

Thr oughout ny career, | attended several advanced courses and/or training pertaining to
interviews and interrogations. | received 20-hour advanced training for interview and
interrogations in 1999 and sexual abuse during a 40+ hour week-1ong course in 2000.
recei ved advanced training fromseveral conputer crines courses in 2002, as well. |
had beconme a state certified field training officer, which contained a section on | aw
enforcenent officer (trainee investigation) Internal Affairs.

LANGUAGES

Spani sh

Spoken: Novi ce
Witten: Novice
Read: Novi ce

REFERENCES

Reference #1

Federal Correctional Institution
Officer

Phone Nunber: 456-897-8999

Ref erence Type: Professiona

ADDI TI ONAL | NFORNMATI ON

Due to the fact that | have experience with conputers, | have knowl edge with a
variety of conputer software and have a general know edge of its hardware

| can type approximately 40 words a mnute.

| received the exceptional marksman award in dynco



Resune

Day Phone:
Eveni ng Phone:
Emai | :
Soci al Security Nunber:
Country of citizenship: United States of Anerica
Vet erans' Preference: No
Regi stered for Selective Service
H ghest G ade:
Contact Current Enployer: Yes
AVAI LABI LI TY
Job Type:
Per manent

Wor k Schedul e:
Full Tine

DESI RED LOCATI ONS

WORK EXPERI ENCE

Federal Correctional Institution

us

7/ 2002 - Present

G ade Level:

Sal ary: USD Per Year

Hours per week: 40

Li eut enant, 0007

Si nce February 2006, | have been assigned as the Acting Captain of the Federa
Correctional Institution. In this capacity, | amconsidered the subject natter
expert on all security related issues. | amresponsible for oversight and supervision
of the Correctional Services departnent. From February 2004, through the present,
have been assigned as the Special Investigative Supervisor. For
a mpjority of ny assignnment as the SIS Lieutenant | have al so served as the SIA A
maj or responsibility I have as the SIS Lieutenant, is being a liaison for the
Institution, and the official point of contact for |aw enforcenent officials at the
Federal, State, and Local levels. As the liaison, | amactively involved in receiving
and di ssem nating information regarding i nmates who are currently housed in, or are in
the pipeline to be housed at Cklahona City, that nay pose a managenent problemto
staff, due to their Security Threat Goup affiliations. Based upon ny contacts with
such a large quantity of Law Enforcement Agencies, | amrequired to interpret and apply
nunerous policies and procedures from not only the B.O P., but Federal, State and
Local Law Enforcement as well. | pronote and establish communication |inks which
provide the nost efficient |evel of cooperation between the Bureau of Prisons, and
Federal, State and Local Law Enforcenent agencies. One of ny other prinmary roles as
the SIA/SIS Lieutenant, is to assist in the investigation of crininal acts conmitted by
staff and/or inmates. In these cases, | act as a liaison and assist the Federal, State,
and Local Law Enforcenent in preparing cases for prosecution. | amalso responsible as



the SIA/SIS Lieutenant, to investigate and wite reports concerning staff and i nmate

i nvestigations, which may involve crimnal prosecution. | make concl usions and
recommendations to the Institutional Executive staff and at times Regional and
Central O fice staff, based upon ny investigative report. |In addition to nmy liaison
role as the SIA SIS Lieutenant, | take a pro-active approach in gathering intelligence

i nformati on regarding i nmates or groups of inmates that nay pose a threat to the
security of the Bureau of Prisons, or the safety of others. | nmaintain a detailed
know edge of inmates that are Disruptive/ Security Threat G oup nmenbers, as well as
i nmat es that pose a security risk to the Institution including, but not limted to:
inmates with escape history; innmates that have introduced drugs; inmates with
assaul tive behavior; and inmates with special skills such as | ocksnmith, pilot and
expl osive experts. | instruct Institutional Faniliarization and Annual Refresher
classes in all areas affecting Correctional Services and the SIS Ofice.

Cont act Supervisor: Yes

Supervi sor's Nane: Tom Supervisor

Supervi sor's Phone: 235-680-4032

Federal Correctional Institution

us

11/1997 - 7/2002

Grade Level:

Sal ary: USD Per Year

Hours per week: 40

Li eutenant, 007

As A GS-11 Lieutenant, | have been assigned a nultitude of duties, and | have
handl ed numerous tense situations. | have witten Post Orders, Institutiona
Suppl enent s, Contingency Plans, Breaching Plans, Job Descriptions, Correctiona
Services Institutional Adm ssion and Orientation Program and |Investigative Reports.
utilize my time in an effective manner, ensuring that ny daily duties are conpleted in
atimely manner. | have the ability to notivate both staff and the inmate popul ation
in conpleting assignnents and details according to policy, and I have been commended by
supervisors for ny |leadership ability. From Cctober of 1998, to Cctober of 2000, | was
assigned as the Special Investigative Supervisor.
From March 1998 t hrough Decenber 1998 and from April 2001 through July 2001, | served
as a Disturbance Control Team Leader. My tenure as a Disturbance Control Team Leader
required me to conduct bi-nmonthly training of team nenbers. During these training
sessions | comuni cated Bureau of Prison policies and procedures related to use of
force, chemnmical agents, baton use, and squad formations. Due to the potential, for the
squad nenbers being required to rely upon these polices and procedures, in life
threatening situations, it was inperative that | disseninated the information in a
manner that could be easily understood and applied. | was responsible for oversight of
the Tool Control program.
My duties as the Adnministrative Lieutenant required nme to effectively manage the
Correctional Services conplinment, ensuring that training and | eave requirenents of
staff were nmet, while maintaining the necessary anmount of staff to ensure the needs of
the institution were net.



Cont act Supervisor: Yes
Supervi sor's Nane: James Supervisor
Supervi sor's Phone: 235-459-9856

Federal Correctional Institution

us

12/ 1995 - 11/1997

Grade Level:

Sal ary: USD Per Year

Hours per week: 40

Li eutenant, 007

As a GS-9 Lieutenant, | had the responsibility of supervising Correctional Oficers
assigned to ny shift. This required me to supervise 15 to 24 officers and entail ed
ensuring the officers were perfornming their assigned tasks, according to | ocal and
nati onal policies. These officers came fromdifferent backgrounds, varied greatly in
age, and had a wide range of interests. To get these officers to acconplish the task at
hand, often entail ed using various supervisory nethods. Some of these nethods included,
giving positive reenforcenent for a job perforned well and taking the proper

disciplinary action for a poor job performance. On a daily basis, | was required to
assign officers tasks to be conpleted. In assigning these tasks, | took into account
the officer's experience and know edge level. This ensured that | was not asking an
officer to performany job that he was not capable of performng. | perforned
perpetual audits of all areas in the institution. This required ne to maintain an
out st andi ng knowl edge of Correctional Services and all related policies. Due to ny
know edge of policy and proper security procedures, | was able to discover and correct
a nunber of discrepancies. As a supervisor at the |owest grade, in Correctiona
Services, | was often the first person approached by line staff with a problemor
concern. Due to the efforts | rmade at maintaining a professional, but close working
relationship, with the staff | supervised, | was often able to assist these staff

menbers in solving any problens or addressing any concerns at the | owest possible |evel
and with the | east amount of anxiety. As the S.1.S. #2 | was responsible for
ef fectively communicating, in witten form every applicable detail of an incident or

investigation. 1In addition, | was also responsible for witing various reports to the
Captai n, Associate Warden, and Warden. | wote Perfornance Eval uations for 15 to 20
Correctional Oficers under nmy supervision. | was also responsible for witing
responses to BP-9 and Tort Clains. | wote Incident Report Investigations and

supporting nenmoranduns of inmate activities.
Cont act Supervisor: Yes
Supervi sor's Nanme: Rob Supervisor
Supervi sor's Phone: (656) 758-9568



Federal Correctional Institution

us

11/1991 - 12/1995

G ade Level :

Sal ary: USD Per Year

Hours per week: 40

Correctional Oficer, 007

In Novenber of 1991, | began ny career in the Federal Bureau of Prisons
as a Correctional Oficer, and was pronoted to Senior Oficer in May of 1993. In June
of 1995, | was pronpted to Senior O ficer Specialist. As a Correctional Oficer
supervised various activities of inmates. | ensured they were conducting thensel ves as
required by local and national policy. | maintained accountability of inmates by
maki ng rounds of my area of responsibility and conducti ng schedul ed and unschedul ed
counts and census. | corrected unauthorized activity and wote incident reports
detailing prohibited acts conmtted. As the Tool Room Oficer, | was responsible for
the control and accountability of all tools in the institution. This required nme to
conduct frequent inspections of all institution tool roonms and tool storage areas to
i nsure that Bureau of Prison and |ocal policies were being followed. To acconplish this
task, | was required to maintain a thorough know edge of these policies. As a Senior
Oficer Specialist, | was an Assistant Squad Leader for the Di sturbance
Control Team

Cont act Supervisor: Yes
Supervi sor's Nane: Charles Supervisor
Supervi sor's Phone: (254) 564-5878

EDUCATI ON
Al an Hancock Col | ege
CA
us
Sone Col | ege Coursewor k Conpl et ed
4 Semester Hours

JOB RELATED TRAI NI NG

In July 2005, | conpleted the Western Regi onal Counter Drug Training Interview and
Interrogation course, which has enabled ne to conduct nore thorough interviews and
increased ny ability to detect deceptive techniques.

In Novermber 1999, | conpl eted basic and advanced training in the Reid Techni que of
Interviewi ng and I nterrogation, which has enhanced nmy ability to orally conmunicate
with individuals who are apprehensive or unwilling to do so.



REFERENCES
Reference #1
Federal Bureau of Prisons
Associ at e Warden
Phone Nunber: 123-456-8979
Ref erence Type: Professiona

Reference #2

Federal Bureau of Prisons
Executive Assi stant

Phone Nunber: 987-122-5566
Ref erence Type: Professiona

ADDI Tl ONAL | NFORVATI ON
Per f ormance Based QSI - April 2005
Supervi sor of the Quarter - 2nd quarter, 2004
Performance Based Tinme OFf Award for Qutstanding Yearly Evaluation - April 2004
Per f ormance Based QSI - April 2002
Time OFf Award - June 2001
Per f ormance Based QSI - April 2000
Supervi sor of the Year - April 2000
W nners Edge Cash Award - Decenber 1999
Perf ormance Based QSI - April 1999
Speci al Act Award - June 1998



Resume
Mobi | e:
Enai |
Soci al Security Nunber:
Country of citizenship: United States of America
Vet erans' Preference: No

H ghest Grade:
Contact Current Enployer: Yes
AVAI LABI LI TY

Job Type:

Per manent

Wor k Schedul e:
Ful Il Tinme
DES|I RED LOCATI ONS

WORK EXPERI ENCE

IRVING TX, TX

us

2/ 1992 - Present

G ade Level : GS-07

Sal ary: 43587.00 USD Per Year

Hours per week: 40

PERSONNEL AND PAYROLL ASSI STANT, 0303
EMPLOYMENT:

May 1997 Present Employer Name
Employer address

Per sonnel Payrol | Assi stant

GS- 0303-07 (40 hrs/wk)

Novenber 2003- Present

Act as custoner service support for DCAA Central Region by providing advice, guidance,
i nformati on, and technical assistant to managers, supervisors, and enpl oyees on
prograns concerni ng personnel, payroll, |leave, tine and attendance, benefits,
suggesti on program performance nanagenent, incentive awards, training requests, and
injury conmpensation. Serve as |iaison between enpl oyees, tinekeepers, and certifiers
and the Defense Finance and Accounting Services (DFAS) Pensacol a and the DFAS Shared
Service Center (SSC) to resolve |eave, pay-related and ti nekeepi ng issues. Interface
with SSC ensuring accurate and tinmely processing of personnel actions. Verify accuracy
of information on Request for Personnel Action fornms (SF52) by researching appropriate
OPM regul ations and Agency requirenments to validate that proper action and authority
codes are used. Responsible for certification of enployee absences due to jury or
mlitary leave and i nputting payroll related enpl oyee data into DCPS (i.e. W, bonds,
change of address, bank information, etc.). Serve as tinmekeeping expert for the

Regi on, providi ng gui dance, advice, and technical assistance on the operating system
(DM'S) and inpact of data entry. Miintain suspense file to ensure actions, reports,
correspondence, and projects are conpleted by set deadlines. Conpile data and prepare
statistical reports for DCAA HQ Central Regi on Managenent, and O fice of Personne



Management. Respond to ad hoc requests by review ng informati on needed and accessi ng

t he appropriate database to structure and obtain reports, and conpile material in

| ogi cal and understandabl e statistical/graphic format for presentation. Prepare a w de
variety of correspondence; including, but not limted to, conposing letters for the

Regi onal Directors signature regarding awards, retirenment, and requests for enpl oyee
transfer. Train new FAO Adm ni strative personnel on DM S, DCPS, and other personne

functions. Assist Human Resource Specialists team nenber in perform ng Personne
Management Eval uation (PME) reviews at branch offices to verify record keeping is

mai nt ai ned according to set procedures and regul ati ons. Prepare PME review for
presentation to appropriate heads of staff by analyzing the findings and nmaking
recomendati ons for changes to operational procedures. As a nenber of the personne
team review and anal yze procedures on a continual basis to revise operating procedures
as needed. Maintain training files and dat abase for personnel requesting training or

rei nbursement of training according to regulations and processing requiremnents.
Supervi sor  Sally Supervisor

(972-753-2625)

Managenent Assi st ant

GS- 344-06 (40 hrs/wk)

May 1999 - Novenber 20
Cont act Supervisor: Yes
Supervi sor's Nane: Sally Supervisor
Supervi sor's Phone: 972-753-2526

Employer Name

us

5/1999 - 11/2003

G ade Level: GS-06

Hours per week: 40

Management Assistant, 0344

Prepared correspondence and created a variety of administrative and financial reports
as required or requested. Effectively researched and anal yzed accounting or property
i ssues and devel oped reports for nmanagenent. Evaluate content of new or nodified
regul ations to determine its inpact on the agency and drafted analysis reports of
conclusions. Maintained the | MPAC governnent credit card programfor the Region
Conpil ed statistical reports regarding | MPAC card in accordance to regul ation
Responsi bl e for independent organization and prioritizing of workload to neet required

deadl i nes. Apply know edge of departnental priorities in planning for special projects
and to allow sufficient lead tinme to acconplish duties on or before due dates. Served
as procurement clerk, responsible for determ ning requirenments and deci di ng source of
supplies for purchasing property be determning the availability and cost fromfedera
and open mar ket sources. Responsible for advising and notifying vendors via
correspondence regarding incurred billing issues. Prepared travel orders for regiona
enpl oyees and mai ntai ned travel database. Applied travel regul ations gui dance (Joint
Travel Regul ations) to ensure proper and expeditious processing and tracking of all



travel related docunents. Maintained the Regional library ensuring that references were
current. Prepared purchase orders for all office supplies and equi pnrent. Conducted
research and analysis of federal regulations and agency policies to conpile statistica
data as requested. Served as the principal point of contact for day-to-day mai
di stribution and operations Processed and dispatched all incom ng and out gong mail,
appl yi ng postal regulations at all times. Conmmunicated with supervisors and enpl oyees
effectively

Cont act Supervisor: Yes

Supervi sor's Nane: Tom Supervisor

Supervi sor's Phone: 972-753-2532

Employer Name

us

5/ 1997 - 5/1999

G ade Level: GS-05

Hours per week: 40

Per sonnel Assistant, 0203

Served as adm nistrative and techni cal support to DCAA Central Regi on Hunan Resources
Di vi sion. Revi ewed personnel actions for accuracy and input data into the personne
system Maintained tinme and attendance records and personnel payroll systemfor
enpl oyees in the regi on by updati ng and naki ng changes as required. D sseninated
i nformati on, advice and gui dance regarding all pay roll issues to enpl oyees,
supervi sors, or heads of principal staff as needed. Conpiled a variety of reports from
various prograns using Excel and Access as required by set deadlines or upon request.
Answer ed tel ephones, distributed mail, and maintai ned adm nistrative, personnel, and
payroll filing system

Fi ghter Wng Plans and Prograns
NAS Fort Worth, Tx

us

3/1997 - 5/1997

G ade Level: GS-04

Hours per week: 40

Secretary O fice Automation, 0318

Served as adninistrative office managenent support to plans and prograns function
Typing perforned fromvoice recordings and witten material. Used word processing
software and printing equipnent to create docunents. Coordi nated travel arrangenents
with travel agency and preparation of any needed travel docunents. Responsible for
mai ntai ning tickler and event calendar in order to keep supervisor infornmed of upconi ng
requi renents and deadlines. Proofread, edited, and printed a variety of standardized
docunents. Maintained office files in accordance with established rules and regul ati ons
and di sposition policy. Reviewed incom ng correspondence to identify the appropriate
action, disposition, and establish suspense date if needed.



Employer Name

us

8/ 1994 - 1/1997

Grade Level: GS-05

Hours per week: 40

Ofice Autonmati on Assistant, 0326

Served as admi nistrative support for the department. Drafted and prepared al
correspondence and docunments for appropriates signatures and distribution. I|ssued
shipping forms, along with preparing purchase request for publications and supplies.
Organi zed and efficiently maintai ned over 350 technical files in accordance with file
mai nt enance regul ations. Prioritized work tasks in order to neet suspense. Researched
regul ati ons policy and procedures daily to devel oped a nmaster training exercise
schedul e data base which identifies all war timnme/peace tinme training requirenents for
over 200 personnel. Tracked docunments and scheduled all training required in accordance
to regul ati ons, Reviewed over 200 files on a quarterly basis to ensure accuracy and
regul ati on conpliance. Maintained the Anerican Express applications and determ ned if
i ndividuals nmet qualifications. Kept records of bal ance on the American Express
cardhol ders on a daily basis.

Cont act Supervisor: Yes

Supervi sor's Nane: John Supervisor

Supervi sor's Phone: (916-634-2051)

Transportation 293rd Base Support

APO AE 09086 Germany, Germany

Cer many

1/1992 - 8/1994

G ade Level: GS-05

Hours per week: 40

Shi pnent d erk, 0200

Screened and reviewed all docunentati on necessary for shipnment and delivery of
househol d goods and unacconpani ed baggage of service menbers assigned to, or to be
assigned, to the local area. Served as point of contact for personnel upon arrival of
property. Coordinated with local carrier and owner for delivery of household goods,
Advi sed custoners on necessary procedures on any issues, such as point of contact for
damaged, lost, or stolen itens. Prepared nessage format to communi cate with other
installations and used a nulti level telex on a daily basis. Inventoried files to
ensure all out dated information was renmoved and fil es maintained in accordance to
establ i shed regul ations. Prepared and edited correspondence and required daily reports
to ensure proper grammar and formatting. Directed incomng mail to appropriate
i ndi vidual s and screened material for suspense dates. Assuned |ead shipnment clerk
functions. Provided on the job training to all new personnel. Distributed and assigned
the workl oad within the department ensuring accurate and timely conpletion



EDUCATI ON

N A

NA NA

us

H gh School or equival ent

Rel evant Coursework, Licensures and Certifications:

Basi ¢ Staffing and Pl acement Course (2.4 CEU)
Certificate of Conpletion USDA G aduate School

Pay Setting for GS Positions Course (2.4 CEU)
Certificate of Conpletion USDA G aduate School

Per sonnel Managenent for Supervisors: Managi ng Attendance Leave (1.6 CEU)
Certificate of Conpletion USDA G aduate School

Per sonnel Managenent for Supervisors: Intro to HR Managerment (1.6 CEU)
Certificate of Conpletion USDA G aduate School

Personnel Procedures for Cerks and Assistants Course (2.4 CEU)
Certificate of Conpletion-USDA Graduate School

Wchatafalls
Wchatafalls, tx

us

H gh School or equival ent

JOB RELATED TRAI NI NG
Educat i on/ Tr ai ni ng:

M ssi ssi ppi Coll ege AR, Certificate 0596-0606
Maryl and University AR Certificate 0786-0886
Yuba Community College CA Certificate 0895-0896

Basic Staffing and Pl acement Course (2.4 CEU)
Certificate of Conpletion USDA Graduate School

Pay Setting for GS Positions Course (2.4 CEU)
Certificate of Conpletion USDA Graduate School

Per sonnel Managenment for Supervisors: Managi ng Attendance Leave (1.6 CEU)
Certificate of Conpletion USDA Graduate School

Per sonnel Management for Supervisors: Intro to HR Managenent (1.6 CEU)
Certificate of Conpletion USDA Graduate School

Personnel Procedures for C erks and Assistants Course (2.4 CEU)
Certificate of Conpletion-USDA G aduate School



Per sonnel Managenent for Supervisors: Managi ng Attendance Leave (1.6 CEU)
Certificate of Conpletion USDA Graduate School

Per sonnel Managenent for Supervisors: Intro to HR Managenment (1.6 CEU)
Certificate of Conpletion USDA Graduate School

Personnel Procedures for Cerks and Assistants Course (2.4 CEU)
Certificate of Conpletion-USDA G aduate School

M crosoft ACCESS XP Level 2 (6 CEU)
Certificate of Conpletion ConpUSA

Wor kpl ace Diversity Course (4 CEU)
Certificate of Conpletion Naval Education Training Comand

Ethics Training (1 CEU)
Certificate of Conpletion - DoD Standards of Conduct O fice

Sunmary of qualifications:

M crosoft Ofice, Wrd, Qutlook, WrdPerfect, Excel, PowerPoint, Access
W ndows XP, 98 and ME operating systens

Internet and I ntranet usage (emmil, search, downl oad, etc)
DM S (Defense MIlitary Information System dat abase)

DCPS (Defense Civilian Pay System

ORACLE (web based personnel program

Aut omat ed of fi ce equi pnment

Filing (both al pha and nuneri c)

Ext ensi ve custoner service experience

Ti mekeepi ng and payrol | experience

AWARDS:
Time Of Award
Support of Central Region recruitnent and hiring process for FY2004
On-t he- Spot - Award
Assisting in the tinmely processing and distribution of annual performance awards for
Central Region personnel
On-t he- Spot - Awar d
For presentation created and given at Adninistrative Conference on accessing Pay and
Benefits.

| certify that | type at |least 45 words per mnute.

Personal references furnished upon request



REFERENCES
Sam Reference
Def ense Contract Audit Agency
Human Resour ces Speci al i st
Phone Nunber: 9727532527
Emai | Address: sreference@icaa. m |
Ref erence Type: Professiona
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